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:+$7�,6�$�5(&25'"

Documents required for adequate and proper
documentation of organization's functions, policies,
decisions, and operation regardless of media on
which they are created (e-mail, word processors,
scratch paper).

Includes working papers that propose or
evaluate policies or decisions and that
contribute to the preparation of records.

Documents identified as records must be retained
under a recordkeeping system (MARKS).  Mail
networks and word processors are not recordkeeping
systems and will not contain the only copy of an
official record.

121�5(&25'6

Drafts, notes not representing basic steps in
preparation of a record

Stocks of documents used for supply or extra copies
for reference

Suspense files
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The National Archives and Records Administration defines records as:

( ;174 \914-+0) 2#2'45[ 9'4' 57&&'0.; $740'& 61 #

%4+52 +0 # 4#)+0) (+4'X 917.& ;17 #0& ;174 1((+%' $' #$.'

61 2'4(14/ 6*' /+55+10 #5 757#.` �17.& ;17 $' #$.' 61

4'%105647%6 ;174 2#2'45 (41/ 16*'4 5174%'5` ( 016X

6*'0 ;17 5*17.& 64'#6 ;174 914-+0) 2#2'45 #5 1((+%+#.

4'%14&5T

"$OO ERRNV� SDSHUV� PDSV� SKRWRJUDSKV� PDFKLQH�

UHDGDEOH PDWHULDOV� RU RWKHU GRFXPHQWDU\ PDWHULDOV�

UHJDUGOHVV RI SK\VLFDO IRUP RU FKDUDFWHULVWLFV�� PDGH

RU UHFHLYHG E\ DQ DJHQF\ RI WKH 8QLWHG 6WDWHV

*RYHUQPHQW XQGHU )HGHUDO ODZ RU LQ FRQQHFWLRQ ZLWK

WKH WUDQVDFWLRQ RI SXEOLF EXVLQHVV� DQG SUHVHUYHG RU

DSSURSULDWH IRU SUHVHUYDWLRQ E\ WKDW DJHQF\ RU LWV

OHJLWLPDWH VXFFHVVRU DV HYLGHQFH� RI WKH RUJDQL]DWLRQ�

IXQFWLRQV� SROLFLHV� GHFLVLRQV� SURFHGXUHV� RSHUDWLRQV�

RU EHFDXVH RI WKH LQIRUPDWLRQDO YDOXH� RI WKH GDWD LQ

WKHP��

�
In connection with the trans-

action of public business refers
to file items created during
the course of business which
are the property of the
Federal Government and not
of the individual.

�
Informational value is

the value of a record
that provides unique
and permanent
information for
purposes of
research.

�
Physical form or characteristics

include records created on
magnetic tape, punch cards,
aperture cards, disks, cores,
microfilm, computer printouts,
large maps, and tab cards as
well as paper.

3Evidential value is
the value of a
record that docu-
ments the history
of an
organization.
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02'(51�$50<�5(&25'.((3,1*

6<67(0��0$5.6�

35(6&5,%(' ,1 $5 ��������� �� )(% ��� :,7+

� FORSCOM SUPPLEMENT 1, 1 DEC 93

� OFFICIAL UPDATES LOCATED ON FORT BELVOIR
WEBSITE

(www.rmd.belvoir.army.mil)

0$5.6

� ASSIGNS RECORDED INFORMATION THE SAME
NUMBER AS PRESCRIBING DIRECTIVE.

� DEFINES HOW THE PRIVACY ACT SHOULD BE APPLIED
TO SPECIFIC TYPES OF RECORDS.

� PROVIDES FOR IDENTIFICATION AND FILING OF
GENERAL CORRESPONDENCE.

� ESTABLISHES PROCEDURES FOR STORAGE,
TRANSFER AND DESTRUCTION OF INACTIVE
RECORDS.

67$78725< %$6,6 )25 0$1$*(0(17 2) 5(&25'6

,6 7+( $0(1'(' )('(5$/ 5(&25'6 $&7 2) �����

� MARKS PROVIDES THE LEGAL AUTHORITY FOR THE
DESTRUCTION OF NONPERMANENT RECORDS.

� MARKS -- NOT THE FILES CUSTODIAN -- PRESCRIBES
HOW LONG TO KEEP THE RECORDS AND WHEN TO
DESTROY THEM.
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%$6,6�)25�7+(

0$5.6�),/(�180%(5

RU HYHU\ PLVVLRQ LQ WKH $UP\� WKHUH DUH

UHJXODWLRQV OLVWLQJ UHVSRQVLELOLWLHV� SURFHGXUHV� DQG

W\SHV RI RIILFLDO UHFRUGV WR EH PDLQWDLQHG�

KH UHJXODWLRQV �� RU SUHVFULELQJ GLUHFWLYHV �� SURYLGH

WKH EDVLV IRU WKH 0$5.6 QXPEHULQJ V\VWHP�

KH ILOH QXPEHUV IRU PLVVLRQ UHFRUGV SUHVFULEHG LQ D

UHJXODWLRQ DUH WKH VDPH DV WKH UHJXODWLRQ QXPEHU�

)

7

7

Í
AN ALPHABETICAL SUFFIX IS
ADDED TO THE FILE NUMBER
TO DISTINGUISH IT FROM
OTHER RECORDS
PRESCRIBED IN THE SAME
REGULATION.
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RELATIONSHIP OF MARKS NUMBER TO
A PRESCRIBING DIRECTIVE

7KLV UHJXODWLRQ� �

Headquarters
Department of the Army
Washington, DC
25 March 1997

Information Management

*Army Regulation 25-1

Effective 25 April 1997

The Army Information Resources Management Program

Togo D. West, Jr.

Secretary of the Army

History.  This UPDATE printing publishes a revision of this
publication.  Because this publication has been extensively
revised, the changed portions have not been highlighted.

Summary.  This regulation on the management of the
Information Mission Area (IMA) has been

(DODD) 7740.1.  This regulation also
prescribes information management
policies, guidance, and responsib ilities
in support of the Army Command and
Control System (ACCS) Program and
describes the ACCS as it relates to the
IMA.  Federal and DOD policies and pro-
cedures that pertain to specific
elements of this program have not been
changed and changes to them that are
subsequent to the publication of this
regulation take precedence.  Other
HQDA

who holds the grade of colonel or the
civilian equivalent.

Army management control process.
This regulation contains management
control provisions in accordance with
AR 11-2 and contains checklists for
conducting management control
reviews at Appendix B.

Supplementation.  Supplementation of
this regulation and establishment of
DA

� � SUHVFULEHV WKLV UHFRUG� �

1-5n.  For the internal informat ion resources management res ponsibilities of
their command, each MACOM commander will--
   (3)  Ensure that each MACOM funct ional proponent designates a single point
of contact for IMA actions within their area of res ponsibility.

� � ZKLFK LV LGHQWLILHG LQ 0$5.6 ZLWK WKH VDPH EDVLF QXPEHU DV WKH UHJXODWLRQ�

WKXV� �

FN: 25-1d
Title:  Informat ion manager designations/appointments
Authority:  N1-AU-87-4
Privacy Act:  OPM/GOVT-1
Description:  Documents of the designation or appointment of info rmation
managers at all levels of the Army.  Inc luded are des ignations, appointments,
concurrences or nonconcu rrences, considerat ion of possible appoint ees, and
related informat ion.
Disposition:  Destroy 1 year after terminat ion of designation or appointment.

:KHQ UHJXODWLRQV SUHVFULEH PDQ\ GLIIHUHQW W\SHV RI UHFRUGV� DQ DOSKDEHWLFDO

VXIIL[ LV JLYHQ WR HDFK GLVWLQFW W\SH RI UHFRUG WR GLVWLQJXLVK LW IURP RWKHU W\SHV

SUHVFULEHG E\ WKH UHJXODWLRQ�

����H &DSDELOLW\ 5HTXHVW IRU ,0$ 5HVRXUFHV

����I $UP\ /LEUDU\ 0DQDJHPHQW 5HSRUWLQJ 6\VWHPV �$/056�



8

�

�

35,9$&<�$&7�6<67(06�127,&(

7KH 3ULYDF\ $FW 6\VWHPV 1RWLFH �3$61� LQGLFDWHV WKDW

D SDUWLFXODU UHFRUG FRQWDLQV SHUVRQDO LQIRUPDWLRQ RQ

LQGLYLGXDOV�

7KHVH UHFRUGV DUH DUUDQJHG IRU UHWULHYDO E\ D SHUVRQDO

LGHQWLILHU VXFK DV QDPH RU VRFLDO VHFXULW\ QXPEHU�

0$5.6 ,'(17,),(6 68&+ ),/(6�

)1� �]

7LWOH� 2IILFH SHUVRQQHO ORFDWRU

$XWKRULW\� 11��������

3ULYDF\ $FW� $����'$3(

'HVFULSWLRQ� ,QIRUPDWLRQ SURYLGLQJ WKH QDPH� DGGUHVV� WHOHSKRQH

QXPEHU� DQG VLPLODU LQIRUPDWLRQ IRU HDFK PHPEHU DVVLJQHG WR DQ RIILFH�

'LVSRVLWLRQ� 'HVWUR\ ZKHQ VXSHUVHGHG� REVROHWH� RU ZKHQ SHUVRQ LV

VHSDUDWHG RU WUDQVIHUUHG�

�] 2)),&( 3(56211(/ /2&$725

3$ 6\V $����'$3(

'HVW ZKHQ VXSHUVHGHG� REVROHWH� RU ZKHQ SHUVRQ LV

VHSDUDWHG RU WUDQVIHUUHG�

LABEL EXAMPLE
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+286(.((3,1*�9(5686

0,66,21�),/(6

+286(.((3,1* ),/(6 �),/( 180%(56 �D 7+58 �RR�

++ RELATE PRIMARILY TO HOUSEKEEPING OPERATIONS
WITHIN AN OFFICE.

++ ACCUMULATE BECAUSE AN OFFICE EXISTS; THEY ARE
NOT WHY AN OFFICE EXISTS.

++ ARE SEPARATE FROM FILES DOCUMENTING
FUNCTIONS OR MISSION OF AN OFFICE.

0,66,21 ),/(6 �),/( 180%(56 � 7+58 �����

** RELATE TO THE FUNCTIONS OR MISSION OF AN
OFFICE; MOST OFFICES HAVE ONLY ONE OR TWO
MISSION FILE SERIES.

** PROVIDE A "GENERAL CORRESPONDENCE"
CATEGORY FOR EACH FILE SERIES FOR RECORDS
NOT IDENTIFIED ELSEWHERE WITHIN THE SERIES.
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*(1(5$/ &255(6321'(1&( ),/(6

&217$,1 0,66,21 5(&25'6 127 ,'(17,),(' (/6(:+(5(

:,7+,1 7+( 6(5,(6�

$5( 7+( ),567 ),/( 180%(56 ,1 ($&+ 0,66,21 6(5,(6�

$5( 7+( 21/< ),/( 180%(56 :,7+287 $ +<3+(1 25

$/3+$%(7,&$/ 68)),;�

'(6&5,37,21

$&7,21 '2&80(176

h RELATED TO SUBJECT AREA NOT IDENTIFIED BY
SPECIFIC FILE NUMBER WITHIN THAT SERIES.

h DESTROY AFTER 2 YEARS.

121$&7,21 '2&80(176

Å RECEIVED FOR INFORMATION ONLY.
Å REVIEW FILE YEARLY AND PURGE UNNECESSARY

RECORDS.

Í
FILE DESCRIPTIONS FOR
GENERAL CORRESPONDENCE
FILES READ THE SAME EXCEPT
FOR THE NAME OF THE SUBJECT
AREA.
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*(1(5$/ &255(6321'(1&( (;$03/(

)1� ���

7LWOH� *HQHUDO VHFXULW\ FRUUHVSRQGHQFH ILOHV

$XWKRULW\� 11������� DQG 11��������

3ULYDF\ $FW� 1RW DSSOLFDEOH�

'HVFULSWLRQ�

D� $&7,21� 5RXWLQH FRPPHQWV RQ UHJXODWLRQV� GLUHFWLYHV� RU RWKHU SXEOLFDWLRQV

SUHSDUHG E\ DQRWKHU RIILFH ZLWK FKLHI UHVSRQVLELOLW\� SURJUDP DQG EXGJHW

LQIRUPDWLRQ� PDQDJHPHQW LPSURYHPHQW UHSRUWV� FRVW UHGXFWLRQ UHSRUWV� DQG

FRPSDUDEOH LQIRUPDWLRQ VXEPLWWHG WR RIILFHV LQ FKDUJH RI WKHVH IXQFWLRQV� URXWLQH

RU JHQHUDO UHTXHVWV IRU LQIRUPDWLRQ DQG UHSOLHV� LQIRUPDO UHSRUWV ZLWK UHODWHG

LQIRUPDWLRQ� JHQHUDO UHFRPPHQGDWLRQV DQG VXJJHVWLRQV ZLWK DOO W\SHV RI

WUDQVPLWWDOV� RWKHU WUDQVDFWLRQV RI D JHQHUDO� URXWLQH� DQG DGPLQLVWUDWLYH QDWXUH�

DQG RWKHU LQIRUPDWLRQ UHODWLQJ WR VHFXULW\ ZKLFK FDQQRW ORJLFDOO\ EH ILOHG ZLWK WKH

GHWDLOHG UHFRUG VHULHV OLVWHG EHORZ� �7KLV GRHV QRW LQFOXGH LQVWUXFWLRQ ILOHV� 6HH

)1 �����T��

E� 121$&7,21� 0DWWHUV UHODWLQJ WR VHFXULW\ WKDW DUH UHFHLYHG IRU LQIRUPDWLRQ

RQO\� RQ ZKLFK QR DFWLRQ LV UHTXLUHG� 7KHVH LQFOXGH FDUGV� OLVWLQJV� LQGH[HV� RU

RWKHU LWHPV ZKLFK DUH FUHDWHG VROHO\ WR IDFLOLWDWH RU FRQWURO ZRUN� H[WUD FRSLHV RI

DFWLRQV PDLQWDLQHG E\ DFWLRQ RIILFHUV� GXSOLFDWH FRSLHV RI DFWLRQV DFFXPXODWHG E\

VXSHUYLVRU\ RIILFHV �HVWDEOLVK DQG NHHS RQO\ ZKHQ QHFHVVDU\�� DQG QRWHV� GUDIWV�

IHHGHU UHSRUWV� DQG VLPLODU ZRUNLQJ LQIRUPDWLRQ JDWKHUHG IRU SUHSDUDWLRQ RI DQ

DFWLRQ�

'LVSRVLWLRQ�

D� $&7,21� 'HVWUR\ DIWHU � \HDUV�

E� 121$&7,21� 'HVWUR\ ZKHQ QR ORQJHU QHHGHG IRU FXUUHQW RSHUDWLRQV�

/DEHO H[DPSOHV�

For disposition subparagraph "A," ACTION:

��� *(1(5$/ 6(&85,7< &255(6321'(1&( ),/(6 ����

&2)) �� '(& ��� 'HVW -$1 ��

For disposition subparagraph "B," NONACTION:

��� *(1(5$/ 6(&85,7< &255(6321'(1&( ),/(6

'HVW ZKHQ 1/1 IRU FXUUHQW RSHUDWLRQV
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:+,&+�6(5,(6�72�86("

:+$7 ,6 7+( 0$,1 0,66,21�6� 2) <285 2)),&("

'2(6 7+( '2&80(17 3(57$,1 72 7+$7 0,66,21"

�� IF "YES," FILE THE DOCUMENT UNDER THE RELATED MISSION
FILE SERIES.

    �� IF "NO," FILE THE DOCUMENT UNDER A HOUSEKEEPING FILE.

'2&80(17 21��� +286(.((3,1*

),/( 12�

0,66,21 ),/(

6(5,(6

6$)(7< �E ���

&,9,/,$1 -2% '(6&5,37,216 �EE �������D

/21* ',67$1&( 3+21( &$//6 �R ����Y

7'$V �I �����E

:25. 25'(56 �S ������H

(;&(37,216

)25 '2&80(176 :,7+ 12 +286(.((3,1* (48,9$/(17

'2&80(17 21��� $'0,1,675$7,9(

),/( 12�

0,66,21 ),/(

6(5,(6

,17(51$/ &21752/ ����D ����D

$*5((0(176 ���D ���D

+,6725,&$/ 5(&25'6 ��� VHULHV ��� VHULHV

&21*5(66,21$/6 <RXU JHQHUDO
FRUUHVSRQGHQFH PLVVLRQ

ILOH

����H
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PREVENT NEEDLESS FILING

A careful look at the individual pap ers in the records of any office would
make many pe ople wonder why so many w ere filed in the first place.
They would additionally wonder why so many people routinely drop all
incoming pap ers into the "file" box instead of s winging a little further
around in their chairs and dropping some of the pap ers into the
wastebasket...

REVIEW INCOMING PUBLICATIONS (ARE THEY STILL NEEDED?  WHO
STILL USES THEM AND HOW OFTEN?).  No office should maintain
excessive libraries of publications or any other info rmat ional material.

FILE FEWER INFORMATION COPIES.  File only those it ems which are
sure to be subsequently referred to.  Extra c opies of letters intended only
to keep officials posted can usually be obtained from the or iginating
office if needed.

BEWARE OF EXTRA COPY FILES.  Extra files kept at various pl aces
within an office may seem efficient but they can be mislea ding for they
seldom contain all the b ackgr ound data n ecessary to provide a usable
record.  One good file is worth several kept haphazardly.

WHILE ORGANIZATIONS CANNOT A FFORD COMMUNICA-
TIONS GAPS, NEITHER CAN OFFICIALS FORGET THAT IN
THOUSANDS OF OFFICES, YESTERDAY'S DESIRED
DISTRIBUTION MAY HAVE BECOME TODAY'S FILING
NUISANCE!
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0$,17$,1,1* $1' 6725,1* 5(&25'6

(VWDEOLVKHG UHFRUGV ZLOO EH PDLQWDLQHG DQG

GLVSRVHG RI DFFRUGLQJ WR 0$5.6�

5HFRUGV DUH QRUPDOO\ PDLQWDLQHG LQ WZR GLIIHUHQW

EORFNV�

h ACTIVE CURRENT YEAR / ONGOING
EVENTS

Å INACTIVE PREVIOUS YEAR / COMPLETED
EVENTS

,QDFWLYH UHFRUGV PD\ EH VWRUHG LQ WKUHH ORFDWLRQV�

% CURRENT FILES AREA (RETENTION OF 2 YEARS
OR LESS)

) FH RECORDS HOLDING AREA (RETENTION OF 3
TO 7 YEARS)

6 FEDERAL RECORDS CENTERS, WNRC AND
NPRC (RETENTION OVER 7 YEARS OR
PERMANENT)
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:+$7 +$33(16 72 <285 5(&25'6"

+RZ ORQJ UHFRUGV DUH NHSW

GHSHQGV RQ WKHLU YDOXH� 6RPH

DUH GHVWUR\HG LQ \RXU RIILFH�

2WKHUV DUH PRYHG WR D UHFRUGV

KROGLQJ DUHD RU D )HGHUDO

UHFRUGV FHQWHU IRU ORZ�FRVW

VWRUDJH�

6RPH RI WKH UHFRUGV \RX NHHS

PD\ EHFRPH D SHUPDQHQW SDUW RI

WKH UHFRUGV RI WKH *RYHUQPHQW

WR EH SUHVHUYHG DW WKH 1DWLRQDO

$UFKLYHV�

6725$*( &267

�$YHUDJH $QQXDO &RVW 3HU &XELF )RRW�

5(&25'6 +286(' ,1 2)),&( )$&,/,7,(6  ������

YHUVXV

5(&25'6 +286(' ,1 )('(5$/ 5(&25'6  �����

&(17(56

S
IT'S THE LAW - FEDERAL LAW REQUIRES THE CREATION OF ADEQUATE AND
PROPER RECORDS AND MAKES IT A CRIME TO DESTROY THEM WITHOUT THE
APPROVAL OF THE NATIONAL ARCHIVES.
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',6326,7,21�67$1'$5'6

)LOHV NHSW ORQJHU WKDQ � \HDUV PD\ UHTXLUH WUDQVIHU WR

WKH UHFRUGV KROGLQJ DUHD RU UHWLUHPHQW WR D )HGHUDO

UHFRUGV FHQWHU�

7KH 'LVSRVLWLRQ 6WDQGDUGV 7DEOH RQ WKH QH[W SDJH

SURYLGHV

Î GHWDLOHG LQVWUXFWLRQV RQ WUDQVIHUULQJ DQG UHWLULQJ

UHFRUGV DQG

Î KRZ WKH GLVSRVLWLRQ LQVWUXFWLRQV ZLOO DSSHDU RQ WKH

IROGHU ODEHO�

&2/801 � � ABBREVIATED DISPOSITION
INSTRUCTIONS GIVEN IN MARKS AND
TYPE OF DISPOSITION.

&2/801 � � WHAT YOU NEED TO DO WITH THE
FOLDER.

&2/801 � � HOW THE DISPOSITION INSTRUCTIONS
WILL APPEAR ON THE LABEL.
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',6326,7,21 67$1'$5'6 �([WUDFWHG IURP 7DEOH ���� $5 ���������
,I WKH DEEUHYLDWHG

GLVSRVLWLRQ
LQVWUXFWLRQV DUH

WKHQ WKH IXOO GLVSRVLWLRQ VWDQGDUG ZRXOG EH
DQG WKH GLVSRVLWLRQ LQVWUXFWLRQV RQ WKH ODEHO

ZRXOG EH �H[DPSOHV DUH IRU ERWK FDOHQGDU DQG
ILVFDO \HDU� ZKHUH DSSOLFDEOH�

'HVWUR\ DIWHU �

PRQWK

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH PRQWK� KROG

� PRQWK LQ WKH FXUUHQW ILOHV DUHD� WKHQ

GHVWUR\�

&2)) �� $SU ��� 'HVW -XQ ��

'HVWUR\ DIWHU �

PRQWKV

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI HDFK TXDUWHU�

KROG � PRQWKV LQ WKH FXUUHQW ILOHV

DUHD� WKHQ GHVWUR\�

&2)) �� 0DU ��� 'HVW -XO ��

'HVWUR\ DIWHU �

PRQWKV

>VWUDLJKW WLPH@

&XW RII WZLFH D \HDU� DFFRUGLQJ WR WKH

FDOHQGDU RU ILVFDO \HDU� KROG � PRQWKV

LQ WKH FXUUHQW ILOHV DUHD� WKHQ GHVWUR\�

&<� &2)) �� -XQ ��� 'HVW -DQ ��

DQG &2)) �� 'HF ��� 'HVW -XO ��

)<� &2)) �� 0DU ��� 'HVW 2FW ��

DQG &2)) �� 6HS ��� 'HVW $SU ��

'HVWUR\ DIWHU �

\HDU

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH FDOHQGDU RU

ILVFDO \HDU� KROG � \HDU LQ WKH FXUUHQW

ILOHV DUHD� WKHQ GHVWUR\�

&<� &2)) �� 'HF ��� 'HVW -DQ ��

)<� &2)) �� 6HS ��� 'HVW 2FW ��

'HVWUR\ DIWHU �

\HDUV

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH FDOHQGDU RU

ILVFDO \HDU� KROG � \HDUV LQ WKH FXUUHQW

ILOHV DUHD� WKHQ GHVWUR\�

&<� &2)) �� 'HF ��� 'HVW -DQ ��

)<� &2)) �� 6HS ��� 'HVW 2FW ��

'HVWUR\ XSRQ

RFFXUUHQFH RI D

VSHFLILF DFWLRQ

RU HYHQW

>VWUDLJKW HYHQW@

H[DPSOHV�

'HVWUR\ ZKHQ VXSHUVHGHG RU REVROHWH

'HVWUR\ ZKHQ QR ORQJHU QHHGHG IRU

FXUUHQW RSHUDWLRQV

H[DPSOHV�

'HVWUR\ ZKHQ VXSHUVHGHG RU REVROHWH�

'HVWUR\ ZKHQ QR ORQJHU QHHGHG IRU

FXUUHQW RSHUDWLRQV�

'HVWUR\ D

FHUWDLQ WLPH

SHULRG DIWHU

RFFXUUHQFH RI D

VSHFLILF DFWLRQ

RU HYHQW

>WLPH�HYHQW@

H[DPSOH� 'HVWUR\ � \HDUV DIWHU

WUDQVIHU RU VHSDUDWLRQ RI LQGLYLGXDO�

3ODFH LQ ,1$&7,9( ),/( RQ WUDQVIHU RU

VHSDUDWLRQ RI LQGLYLGXDO� FXW RII

,1$&7,9( ),/( DW HQG RI \HDU DQG

KROG � \HDUV LQ FXUUHQW ILOHV DUHD� WKHQ

GHVWUR\�

H[DPSOH IRU ��\HDU WLPH HYHQW ILOH�

$&7,9( ),/(�

3,) DIWHU WUDQVIHU RU VHSDUDWLRQ RI

LQGLYLGXDO�

,1$&7,9( ),/(�

&<� &2)) �� 'HF ��� 'HVW -DQ ��

)<� &2)) �� 6HS ��� 'HVW 2FW ��

'HVWUR\ DIWHU ��

�� �� �� RU �

\HDUV

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH FDOHQGDU RU

ILVFDO \HDU� KROG � \HDUV LQ WKH FXUUHQW

ILOHV DUHD� WUDQVIHU WR UHFRUGV KROGLQJ

DUHD� KROG XQWLO WRWDO UHWHQWLRQ SHULRG

H[SLUHV� WKHQ GHVWUR\�

H[DPSOH IRU D ��\HDU ILOH�

&<� &2)) �� 'HF ��� 7UI 5+$ -DQ

��� 'HVW -DQ ��

)<� &2)) �� 6HS ��� 7UI 5+$ 2FW

��� 'HVW 2FW ��

'HVWUR\ DIWHU

PRUH WKDQ �

\HDUV �EXW QRW

SHUPDQHQW

UHFRUGV�

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH FDOHQGDU RU

ILVFDO \HDU� KROG � \HDUV LQ WKH FXUUHQW

ILOHV DUHD� WUDQVIHU WR UHFRUGV KROGLQJ

DUHD� KROG IRU � \HDU� UHWLUH WR WKH

VHUYLFLQJ )HGHUDO 5HFRUGV &HQWHU

ZKHUH WKH\ ZLOO EH KHOG XQWLO WRWDO

UHWHQWLRQ SHULRG H[SLUHV� WKHQ GHVWUR\�

H[DPSOH IRU D ���\HDU ILOH�

&<� &2)) �� 'HF ��� 7UI 5+$ -DQ

��� 5HW :15& -DQ ��� 'HVW -DQ

����

)<� &2)) �� 6HS ��� 7UI 5+$ 2FW

��� 5HW :15& 2FW ��� 'HVW 2FW

����

3HUPDQHQW

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH FDOHQGDU RU

ILVFDO \HDU� KROG � \HDUV LQ WKH FXUUHQW

ILOHV DUHD� WUDQVIHU WR UHFRUGV KROGLQJ

DUHD� KROG IRU � \HDU� WKHQ UHWLUH WR WKH

VHUYLFLQJ )HGHUDO 5HFRUGV &HQWHU�

&<� &2)) �� 'HF ��� 7UI 5+$ -DQ

��� 5HW :15& -DQ ��� 3HUPDQHQW

)<� &2)) �� 6HS ��� 7UI 5+$ 2FW

��� 5HW :15& 2FW ��� 3HUPDQHQW

)RUW +RRG LV VHUYLFHG E\ D 5HFRUGV +ROGLQJ $UHD�
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�

675$,*+7�7,0(

&87 2)) $7 (1' 2) 7+( <($5� +2/' )25 63(&,),&

3(5,2' 2) 7,0(� 7+(1 '(6752<

)1� �E

7LWOH� 2IILFH JHQHUDO PDQDJHPHQW

$XWKRULW\� 11���������

3ULYDF\ $FW� 1RW DSSOLFDEOH�

'HVFULSWLRQ� ,QIRUPDWLRQ UHODWLQJ WR WKH DGPLQLVWUDWLRQ RI DQ RIILFH�

7KLV LQIRUPDWLRQ FRYHUV WKH IROORZLQJ LQWHUQDO RIILFH SURFHGXUHV WKDW

DUH QRW FRQWLQXLQJ VXFK DV KRXUV RI GXW\� LQGLYLGXDO GXWLHV� HPHUJHQF\

HYDFXDWLRQ SURFHGXUHV� SDUNLQJ� DQG WUDIILF FRQWURO� FKDULWDEOH DIIDLUV�

VXFK DV EORRG GRQDWLRQV DQG FRQWULEXWLRQV WR FKDULW\� SXEOLF UHODWLRQV

DQG LQIRUPDWLRQ DFWLYLWLHV� VXFK DV RSHQ KRXVH SURJUDPV DQG VSHFLDO

HYHQWV �EXW QRW DUWLFOHV� QHZV UHOHDVHV� RU VLPLODU LWHPV WKDW SURPRWH RU

SXEOLFL]H WKH RIILFH
V PLVVLRQ�� RIILFH VHFXULW\� VXFK DV GRFXPHQWV

HQVXULQJ VHFXULW\ DQG DQ\ FRYHULQJ WKH VHFXULW\ FODVVLILFDWLRQ V\VWHP�

RIILFH VDIHW\� VXFK DV PLQXWHV RI VDIHW\ PHHWLQJV DQG VDIH DQG XQVDIH

SUDFWLFH QRWHV� IRUPV� SXEOLFDWLRQV� DQG UHSRUWV PDQDJHPHQW� VXFK DV IRUPV

VXUYH\V DQG LQYHQWRU\ UHSRUWV �EXW QRW WKRVH UHODWLQJ WR LQLWLDWLQJ IRUPV�

SXEOLFDWLRQV� DQG UHSRUWV WKDW SHUWDLQ WR WKH RIILFH
V PLVVLRQ IXQFWLRQV��

URXWLQH XVH RI DXWRPDWLF GDWD SURFHVVLQJ �EXW QRW GRFXPHQWV FRQFHUQHG ZLWK

XVH RI DXWRPDWLF GDWD SURFHVVLQJ IRU PLVVLRQ IXQFWLRQV��

'LVSRVLWLRQ� 'HVWUR\ DIWHU � \HDU�

&/26( 287 �� 25 &87 2)) �� 7+( ),/( $7 7+( (1'

2) 7+( <($5 (COFF 31 DEC 99)

+2/' 7+( ,1$&7,9( ),/( )25 � <($5 (2000)

7+(1 '(6752< (Dest JAN 01)

0$.( $ 1(: )2/'(5 (9(5< <($5� 387 7+( <($5 21 7+( )2/'(5

/$%(/�

�E 2)),&( *(1(5$/ 0$1$*(0(17 ����

&2)) �� '(& ��� 'HVW -$1 ��

Label Example
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�

675$,*+7�(9(17

'(6752< 8321 25 ,00(',$7(/< $)7(5 7+(

2&&855(1&( 2) $ 63(&,),& (9(17

)1� �I

7LWOH� 2IILFH RUJDQL]DWLRQ ILOHV

$XWKRULW\� 1&,�$8������

3ULYDF\ $FW� 1RW DSSOLFDEOH�

'HVFULSWLRQ� ,QIRUPDWLRQ UHODWLQJ WR WKH RUJDQL]DWLRQ DQG IXQFWLRQV RI

DQ RIILFH� VXFK DV FRSLHV RI GRFXPHQWV WKDW DUH GXSOLFDWHG LQ WKH

UHVRXUFH PDQDJHPHQW RU FRPSDUDEOH RIILFH WKDW GHWHUPLQHV WKH RUJDQL]DWLRQ

DQG IXQFWLRQV RI WKH DJHQF\� ,QFOXGHG DUH IXQFWLRQDO

FKDUWV DQG IXQFWLRQDO VWDWHPHQWV� FRSLHV RI GRFXPHQWV UHODWLQJ WR

RIILFH VWDIILQJ DQG SHUVRQQHO VWUHQJWK� VXFK DV ZRUNIRUFH VXUYH\V DQG

DXWKRUL]DWLRQ YRXFKHUV� WDEOHV RI GLVWULEXWLRQ DQG DOORZDQFH �7'$V��

GRFXPHQWV VKRZLQJ PLQRU FKDQJHV LQ WKH RIILFH
V RUJDQL]DWLRQ�

RULHQWDWLRQ EULHILQJV WR QHZO\ DVVLJQHG SHUVRQQHO� DQG VLPLODU LQIRUPDWLRQ�

'LVSRVLWLRQ� 'HVWUR\ ZKHQ QR ORQJHU QHHGHG IRU FXUUHQW RSHUDWLRQV�

:+(1 $1 ,1',9,'8$/ '2&80(17 %(&20(6 2%62/(7(�

7+$7 ,6 7+( 75,**(5� 25 63(&,),& (9(17� $87+25,=,1*

,76 '(6758&7,21� 3HULRGLFDOO\ UHYLHZ HQWLUH ILOH DQG GHVWUR\

UHFRUGV WKDW DUH QR ORQJHU QHHGHG�

7+,6 ),/( ,6 $/:$<6 $&7,9(�

/ DO NOT PUT THE FILE YEAR ON THE LABEL.

/ DO NOT MAKE A NEW FOLDER EVERY YEAR.

�F 2)),&( 25*$1,=$7,21 ),/(6

'HVW ZKHQ 1/1 IRU FXUUHQW RSHUDWLRQV

Label Example
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�

7,0(���(9(17

'(6752< &(57$,1 3(5,2' 2) 7,0(

$)7(5 $1 (9(17 7$.(6 3/$&(

)1� �LL

7LWOH� 2IILFH PLOLWDU\ SHUVRQQHO ILOHV

$XWKRULW\� ,,�11$����

3ULYDF\ $FW� $����E7$3&

'HVFULSWLRQ� ,QIRUPDWLRQ FRQFHUQLQJ VXSHUYLVLQJ PLOLWDU\ SHUVRQQHO� ,QFOXGHG

DUH SDSHUV SHUWDLQLQJ WR FODVVLILFDWLRQ� SURPRWLRQ� RUGHUV� VSRQVRUV�

LQGHEWHGQHVV� OHDYH� HQOLVWPHQW� ZDLYHUV� VWDWHPHQWV RI VHUYLFH� ERQXVHV�

HYDOXDWLRQV� LGHQWLILFDWLRQ� JURXS OLIH LQVXUDQFH� DSSOLFDWLRQ IRU DSSRLQWPHQW�

DSSOLFDWLRQ IRU RXWVLGH HPSOR\PHQW� DFDGHPLF DQG LQGLYLGXDO WUDLQLQJ UHSRUWV�

LQVWUXFWLRQDO HYDOXDWLRQV� DQG UHODWHG LQIRUPDWLRQ�

'LVSRVLWLRQ� 'HVWUR\ � \HDU DIWHU WUDQVIHU RU VHSDUDWLRQ RI LQGLYLGXDO�

7+,6 ',6326,7,21 5(48,5(6 &5($7,1* 7:2

)2/'(56

h $&7,9( �(YHQW 3KDVH�

FOR SOLDIERS CURRENTLY ASSIGNED TO YOUR
OFFICE.

FOLDER IS ALWAYS ACTIVE SO DO NOT PUT FILE
YEAR ON LABEL.

�LL 2IILFH 0LOLWDU\ 3HUVRQQHO )LOHV

3$ 6\V $���E7$3&

$&7,9(

3,) DIWHU WUDQVIHU RU VHSDUDWLRQ RI LQGLYLGXDO�

Label Sample

:+(1 7+( 62/',(56 /($9(� 7+(,5 ),/( ,6 ,00(',$7(/<

�3,)�HG � 3ODFHG LQ DQ ,QDFWLYH )ROGHU�
�&217,18('�
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7,0( � (9(17 �FRQWLQXHG�

ÅÅ ,1$&7,9( �7LPH 3KDVH�

TO KEEP RECORDS OF DEPARTED SOLDIERS
SEPARATED FROM SOLDIERS CURRENTLY
ASSIGNED TO THE ACTIVITY.

IS HELD FOR 1 YEAR, THEN DESTROYED.

�LL 2IILFH 0LOLWDU\ 3HUVRQQHO )LOHV ����

3$ 6\V $���E7$3&

,1$&7,9(

&2)) �� '(& ��� 'HVW -$1 ��

Label Sample

&/26( 287 �� 25 &87 2)) �� 7+( ),/( $7 7+( (1' 2) 7+(

<($5 (COFF 31 DEC 99)

+2/' 7+( ,1$&7,9( ),/( )25 � <($5 (2000)

7+(1 '(6752< (DEST JAN 01)

0$.( $ 1(: ,1$&7,9( )2/'(5 (9(5< <($5� 387 7+(

<($5 21 7+( )2/'(5 /$%(/�

(CONTINUED)

Í
IF THE DISPOSITION CONTAINS THE
WORD "AFTER" BETWEEN A DATE
AND EVENT, IT IS A TIME-EVENT FILE.
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TIME-EVENT INACTIVE AND ACTIVE
RECORDS EXAMPLE

1ii PETTY, RICHARD COL

1ii BURTON, JEFF  SPC

1ii PARK, STEVE PFC

1ii OFFICE MILITARY PERSONNEL FILES (99)
PA Sys A0001bTAPC

INACTIVE
COFF 31 Dec 99, Dest Jan 2001

INACTIVE

1ii EARNHARDT, DALE

1ii WALLACE, RUSTY MSG

1ii MARTIN, MARK 1SG

1ii OFFICE MILITARY PERSONNEL FILES
PA Sys A0001bTAPC

ACTIVE
PIF after transfer or separat ion of individual

ACTIVE
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6HOHFWLQJ WKH )LOH 1XPEHU6HOHFWLQJ WKH )LOH 1XPEHU

1. Determine the series - Housekeeping or Mission? Does the record document the
internal administrative functions of your office or the primary missions of your office?

2. File administrative-type records under the housekeeping files listed on the inside
back cover of this handbook.  If the record relates to your mission, review the list of
mission files series found on the outside back cover of this handbook.

a. Review Sublistings Under The Series.  When the mission file series has been
determined, go to the first file number listed in that series.  Review the
prescribing directives and description listed at the beginning of each series and all the
files descriptions listed under the series.

b. Consider General Correspondence.  If the document does not logically fit any of
the file descriptions provided, it would be filed under the General Correspondence file
for that series.

3. Contact Your Records Management Officer/Coordinator.  When a file
number cannot be determined after following the steps listed above,
contact your Records Management Officer or Coordinator for assistance.

)LOHV PD\ EH PDLQWDLQHG E\ HLWKHU FDOHQGDU \HDU RU ILVFDO \HDU

XQOHVV RWKHUZLVH VWDWHG LQ 0$5.6 �H[DPSOH� ILOH QXPEHUV ���
�G DQG ����L��
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5(&25'6�75$16)(5�352&('85(6
)257 +22' 5(&25'6 +2/',1* $5($

5HFRUGV ZLWK D UHWHQWLRQ RI � \HDUV RU PRUH DUH WUDQVIHUUHG WR WKH
5+$ �XQOHVV RWKHUZLVH VWDWHG LQ 0$5.6��

5HFRUGV PD\ EH WUDQVIHUUHG LQ -DQXDU\ IRU FDOHQGDU \HDU ILOHV DQG
2FWREHU IRU ILVFDO \HDU ILOHV�

993DFN WKH UHFRUGV LQ VWDQGDUG ILEHUERDUG ER[HV�

99/LVW ER[ FRQWHQWV RQ 6) ��� �UHFRUGV WUDQVPLWWDO DQG UHFHLSW��

996XEPLW 6) ��� WR DFWLYLW\ UHFRUGV PDQDJHPHQW FRRUGLQDWRU�
RIILFHU�

5HFRUGV ZLWK D UHWHQWLRQ RI � WR � \HDUV PD\ EH UHWDLQHG DQG
GHVWUR\HG LQ WKH FXUUHQW ILOHV DUHD LQ OLHX RI 5+$ WUDQVIHU� :DLYHUV
PD\ EH REWDLQHG E\ VXEPLWWLQJ D PHPRUDQGXP WR '2,0 ZLWK WKH
IROORZLQJ LQIRUPDWLRQ�

�� )LOH QDPH
�� )LOH WLWOH
�� /RFDWLRQ RI UHFRUGV
�� 6WDWHPHQW WKDW WKH RIILFH KDV VXIILFLHQW VSDFH WR PDLQWDLQ

WKH UHFRUGV DQG ZLOO HQVXUH WKH UHFRUGV DUH GLVSRVHG RI LQ
DFFRUGDQFH ZLWK $5 ���������
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75$16)(5 2) 5(&25'6 72 )257 +22' 5(&25'6 +2/',1* $5($

The Fort Hood Records Holding Area (RHA) is located in the back of the Sprint building on
52d Street (next to building 13, DOIM).  This facility is used to store unclassified, inactive
records pending destruction or transfer to the Federal records centers.  To turn in or check out
records, call 287-5630 in advance for access into the RHA.  Allow at least 2 working days,
when possible.  (Refer to AR 25-400-2, Chapter 10, for more information on RHAs.)

3$&.,1* 5(&25'6 )25 75$16)(5

Use only standard fiberboard boxes (size 14-3/4 by 9-1/2 inches, NSN 8115-00-117-8249)
for letter and legal sized records. Obtain these boxes through normal supply channels.  Note
that tape is not required for the bottom of these tuck-bottom boxes.

Pack files in MARKS number sequence. Make sure the file number, file title, year, Privacy
Act System Notice (if applicable), and disposition instructions are on the first folder label of
each file number.  For files divided between boxes, place a dummy folder for that file in each
box.  Every folder must have a label (see AR 25-400-2, Figure 6-4).  FILES NOT PROPERLY
PACKED AND LABELED WILL NOT BE ACCEPTED.

Fill each box with only one row of folders.  Do not place folders on top or on sides of
boxes.  Be careful not to pack boxes so tightly that files cannot be serviced.  If a box is not
completely filled, pack crumpled newspaper in the unused space behind the folders to prevent
movement of the contents.

Enter the box number and total number of boxes on the end of the box in the upper right.
For example, if a series includes three boxes, mark them "1/3, 2/3, 3/3."  Do not put any other
markings on the end of the box. Leave box tops open for easy access.

%$6,& 352&('85(6 )25 5(&25'6 75$16)(5

Prepare a Standard Form (SF) 135 (Records Transmittal and Receipt) to identify the
originating activity and box contents.  Make sure the SF 135 accurately describes the
contents of each box.

Submit an original and two copies of the SF 135 through your Records Management
Coordinator/Officer to DOIM Records Management (AFZF-IM-SD-SBR) for review.  DOIM will
return the original and one copy of the SF 135 with an appointment for access into the RHA.

Place the copy of the SF 135 in the first box of each series and bring the original SF 135
with the records.  (A series is one or more boxes accumulated by one element of an
organization.)

Bring the boxes directly to the RHA at the assigned time.

Each box is assigned a location number. The number will be annotated on the original SF
135 and the form returned for retention under housekeeping file 1g, Office Record Transmittal.
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35(3$5,1* 6) ��� �5(&25'6 75$160,77$/ $1' 5(&(,37�

%/2&. �� )257 +22' 5(&25'6 +2/',1* $5($

%/2&. �� $FWLYLW\
V 5HFRUGV 0DQDJHPHQW &RRUGLQDWRU
V RU 2IILFHU
V

QDPH� VLJQDWXUH� DQG GDWH

%/2&. �� 3RLQW RI FRQWDFW RU ILOH FXVWRGLDQ

%/2&. �� /HDYH EODQN

%/2&. �� $FWLYLW\ PDLOLQJ DGGUHVV�

%/2&.6 �D�F� /HDYH EODQN

%/2&. �G� 7RWDO QXPEHU RI ER[HV WXUQHG LQ

%/2&. �H� 1XPEHU RI HDFK ER[ WXUQHG LQ

%/2&. �I� ,I DQ\ RI WKH UHFRUGV KDYH D 3ULYDF\ $FW 6\VWHPV 1RWLFH

�3$61�� WKH 3$61�V� ZLOO EH WKH ILUVW HQWU\ LQ WKLV FROXPQ�

,GHQWLI\ WKH DFWLYLW\ WKDW FUHDWHG WKH UHFRUGV�

/LVW DQ\ PDMRU RUJDQL]DWLRQDO FKDQJHV WKDW RFFXUUHG ZKHQ WKH

UHFRUGV ZHUH DFWLYH� ([DPSOHV DUH DFWLYDWLRQ� FKDQJHV RI

FRPPDQG� WUDQVIHU RI IXQFWLRQ� GLVFRQWLQXDQFH� DQG

LQDFWLYDWLRQ�

(QWHU WKH 0$5.6 ILOH WLWOH� DUUDQJHPHQW RI UHFRUGV �QXPHULFDO�

DOSKDEHWLFDO� FKURQRORJLFDO�� DQG WKH \HDU RI WKH UHFRUGV� ,I D

UHFRUG VHULHV LV LQ PRUH WKDQ RQH ER[� VKRZ WKH FRQWHQWV RI

HDFK ER[ �L�H�� $�.� /�= RU ������ ���������

127(� ,I D VHULHV KDV D 3(50$1(17 GLVSRVDO GDWH� DOO

LQGLYLGXDO IROGHUV LQ WKH VHULHV 0867 EH OLVWHG RQ WKH 6) ��� RU

RQ D VHSDUDWH VKHHW RI SDSHU�

%/2&. �J� /HDYH EODQN� 'R 127 WXUQ LQ FODVVLILHG UHFRUGV WR WKH 5+$�

%/2&. �K� (QWHU WKH 0$5.6 ILOH QXPEHU RSSRVLWH HDFK ILOH WLWOH�

%/2&. �L� (QWHU WKH PRQWK DQG \HDU LQ ZKLFK UHFRUGV ZLOO EH GHVWUR\HG�

)RU SHUPDQHQW UHFRUGV� HQWHU 3HUPDQHQW RU 3(50�
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THE FOLLOWING INFORMATION IS PROVIDED FOR GUIDANCE ON THE
FORMS MANAGEMENT PROGRAM AT FORT HOOD

1. DEFINITIONS:   A form is a predetermined arrangement of prepared spaces for the
collection, recording, and extraction of information, including worksheets. Although
the majority of forms provide spaces for inserting information, this is not one of the
requirements for classification as a form. Handouts, labels, stickers, and similar items
that may not require the insertion of information but which are reproduced or stocked
for future use are also included in this explanation. There are three categories of forms
on Fort Hood: LOCAL (Fort Hood, lst Cavalry Division, 4th Infantry Division, TEXCOM, and

MEDDAC), COMMAND OR AGENCY (FORSCOM), and ARMY-WIDE (DA
Forms, DD Forms, Optional Forms (OF), (Standard Forms (SF)).

2. DELEGATIONS: To assist you in forms actions the 1st Cav, 41D, TEXCOM, and

MEDDAC have delegated Forms Management Officers, (FMOs). Division FMOs have the

responsibility for operating forms programs within their commands. Commanders of 13th

COSCOM, 3d Signal Brigade, Headquarters Command, separate groups, chiefs of staff

sections of this headquarters, and tenant activities have delegated Forms Management

Coordinators (FMCs) to coordinate forms actions and serve as point of contact (POC) for the

Installation Forms Management Officer (IFMO). Send the names and telephone number of the

designated FMO/FMC to III Corps Forms Management. FMOs/FMCs are responsible for

obtaining appropriate training information from III Corps Forms Management Personnel.

3. REQUESTS FOR NEW OR REVISED FORMS should be submitted through your

FMO/FMC on a DD Form 67, FORM PROCESSING ACTION REQUEST. A copy of the

proposed form or change, a copy of the prescribing directive (extract is acceptable), and one

4-part set of the Defense Printing Service Form DPS 5604, PRINTING / REPROGRAPHICS

REQUEST, should accompany the DD Form 67. The FMO/FMC will analyze the request to

insure that the request is valid and paperwork is properly filled out and signed.

4. DA LOCALLY REPRODUCIBLE FORMS are designated with the suffix'-R' as in DA

Form XXX-R. The authority for local reproduction of DD Forms and their use is given in the

directive. 'R' Forms must be reproduced at the Defense Printing Service Printing and

Duplicating Facility.

-R FORMS ARE NOT TO BE REPRODUCED BY INDIVIDUALS ON OFFICE COPIERS.



5.  AR 25-30 prohibits reproduction of blank forms on office copying equipment.

6. PRIVACY ACT STATEMENTS : Under the provisions of the Privacy Act of 1974 (5

U.S.C. 552A) and AR 340-21, forms which are used to collect personal information directly

from an individual must have a privacy 'act statement (PAS). When personal information is

taken from a higher headquarters form, a separate pas will not be required if the source

document shows completion of the local action as a routine use. All forms containing personal

information whether taken directly from the individual or from their records must comply with

the provisions of AR 340-21 and are subject to examination by the Installation Privacy Act

Official. Signature of the activity's Privacy Official is required on DD Form 67 regardless of

the box checked in item 14a.

7.  ADDITIONAL GUIDANCE ON BLANK FORMS is available in the following
publications AR 25-30, FH Reg 340-2, DA Pam 310-15, DA Pam 25-30, and
FORSCOM Pam 25-30.

LINDA JO JORDAN

INSTALLATION FORMS MANAGEMENT OFFICER

BLDG 1001, 1 ST FLOOR, EAST WING, ROOM El 25A

287-4914
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Phantom CLERK
Phantom CLERK (Corps Library of Electronic Recordskeeping) is now fully up and operational
providing an electronic library/repository of III Corps and Fort Hood command administrative
numbered publications and forms.   Today, we have over 770 documents in Phantom CLERK.
Forms are available in FormFlow format enabling you to fill them in on-line and route electronically
or print to a local printer for small quantities.  Large printing requirements will be automatically
routed to the Defense Automated Printing Service (DAPS) for processing.  Publications are available
in a portable document file format.  This file format standardizes the viewing and printing of the
documents within the repository.  Publications can also be printed at a local printer (one page or the
entire thing) or sent to DAPS for processing.  You no longer have to worry about having the most
current Fort Hood publication on hand or making a trip to the Publications Warehouse.
Phantom CLERK provides you with Fort Hood forms and publications when and where you need them.
Additionally we leverage our existing network architecture; increase responsiveness to customer
requirements; reduce stockroom costs; increase efficiency of forms and publications management;
and distribute and print vs. print and distribute.
With Phantom CLERK on line, the DOIM has discontinued printing and stocking (current
stocks will be used up) most Fort Hood publications and forms.  Since you can access these
items on-line, we will reduce our stocking costs and eliminate printing forms that are either out
dated or no longer needed.

Requests to the DOIM to print Fort Hood publications and forms will require funding.

You must be on the Fort Hood Installation Local Area Network to access Phantom CLERK.
Using Internet Explorer (available free from Microsoft), type in pclerk.hood.army.mil in the
address line and press enter.  If asked for a password, use your Fort Hood Domain name and
user ID.  You will need Adobe Acrobat Reader to view documents on-line and it is available
free at the Phantom CLERK site.  Additionally, you will find links to other DA and DOD
publication web sites.
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COPIERS      MR McCLAIN 287-4794

CORRESPONDENCE    MS MOORE 287-0220

FOIA / PA      MS MOORE 287-0220

FORMS      MS JORDAN 287-4914

MARKS      MS WILKINS 287-5630


